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DoD 4525. 8- M
Jul 87#

(8 Protection of mail.

(9) Performing mail surveys.
(10) Addressing mail.
(11) Cost-saving nethods.

b. Trai ning objectives shall be continuously reinforced
by routine distribution of current postal infornmation.

3. OMCCP supervision reauirenents
a. All OWES shall:

(1) Be sure mail users know when and how to -.
contact their OW

(2) Supervise mailing practices.

(3) Report m suse of official mail to the
commanders of alleged viol ators.

(4) Establish controls on postal expenditures to
create a cost effective nmail managenent program

b. Activity OWEB shall:

(1) Keep the commander inforned on the
effect iveness of the OMCCP and probl ens areas.

(2) Supervise the activity's OMCCP.

(3) Annually contact, offer assistance, guidance,
and training, and discuss mailing requirenments wth activities
wWthin their jurisdiction that produce forns, publications, and

eri odi cal s. A record of these discussions should be kept to nake
uture inspections easier.

(4) Inspect incomng nail at |east once a week and
report deficiencies to the mailing activity OwW

(5) | nspect outgoing mail at |east once a week at
the final preparation point to:

(a) Determine where additional training is
needed and which policies and procedures need additional enphasis.

(b) Ensure proper preparation. | tens cont ai n-
ing errors or deficiencies in preparation shall be returned for
correction . (See chapters 3,4,5, and 6 for preparation

I nstructions. )

#First Amendment (Ch 1, 3/26/90)
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_ (6) Mnitor spoiled nmeter postage instances to reduce ‘#Esr
their occurrence and to insure proper disposition.

(7) Analyze the use of postage to initiate procedures
for nore cost-effective usage.

(8) Miintain liaison wth appropriate supply and
procurenent activities to ensure that only postal related itens such
as envel opes, cards, and labels that neet the requirenments of this
manual and the USPS are ordered and st ocked.

(9) Establish proper control and auditing neasures in
overseas locations if host country postage is procured and used.

(10) Or der, verify shipments, safeguard, and issue
post age stanps when use i s authorized.

_ (11) Know their USPS account representative and ot her
appropriate USPS officials.

(12)  Whenever possible, belong to and attend neetings

of the | ocal USPS sponsored Postal Custoner Council. Consi der
starting a Postal Custoner Council if one does not exist in the
ar ea.

4. OMCCP Inspections

a.  Conponent headquarters, MACOMs, and internedi ate
commands shall conduct internal headquarters OW i nspections at
| east once a year. | nspections of subordinate installations and
activities shall be conducted at |east every two years if the
conponent uses penalty nmail and at |east every three years if it
uses prepai d postage. These inspections nmay be conbined wth other
| nspections and staff assistance visits.

b. Installation or equivalent OWES shall inspect all of
the installation®staff activities, subordinate activities, and
tenant activities annually. These i nspection reports shall be filed

and nade avail able for review during MAcOM and | nspector General
| nspections, and staff assistance visits.

C. DD Form 2495 (O ficial Ml Manager's |nspection
Checklist)’ may be used for Inspections. Local reproduction of this
formis authorized. (See ‘Figure 2-1. %

. OMCCP Surveys and Tests

Surveys and tests nay be required periodically to determ ne the
transit tine and the volune of official mail, by class and speci al
postal service, being entered into the USPS. en surveys are
directed, the originator provides instructions,

#First Amendnment (Ch 1, 3/26/90)
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6. [NFORVATI ON REQUI REMENTS

DoD Conponents using prepaid postage shall report such purchases.
Report Control Synbol (RCS) DD-P&L(Q) 1833 applies. Each Component's
summary report shall be received by the DoD Oficial Mil Mnager,
Mlitary Postal Service Agency, Al exandria, VA 22331-0006, not |ater
30 Novenber, 28 February, 31 May, and 31 August of each year and

shal |l cover purchases for the preceding fiscal quarter. Pur chases
shal | be reported using the followng thirteen Mail Codes. Over seas
activities using host country postage shall include such purchases

under the appropriate mail code. ALL mail codes shall be reported
I n numerical sequence each quarter (Show a zero where applicable. ).

a. 1001 Address Correction. Chargers for address
correction nmust be paid either by cash or deduction from a Postage
Due Advance Deposit Trust Account (A DTA). Report under Miil Code
10010only if paynent is nade by cash.

b. 1002 Reply Mail (B RM). Charges for BRM nay be
paid by cash, deduction from a postage due account, or a BRM or
Busi ness Reply Mail Accounting Systens (B RMAS) ADTA. Do not report
under Code 1002 paynents nmade by deduction from a postage due
account.

C. 1003 Express Mail. Postage for Express Mail may be
paid by cash, postage stanp, postage neter inprint, or Express Mail
Cor porate Account. Report under this mail code only postage paid by
cash or by deduction from and Express M| Corporate Account.

d. 1004 Return Service. This service can only be
paid for by deductions from an ADTA

e. 1005 Meter Settings. Payment for postage neter
settings (purchases) can be made via cash, check, or deduction from
and ADTA. In all causes, report the purchases under Code 1005.

f. 1006 Contractor Reinbursenent. Sonme contracts my
require the contractor to pay postage on itens shipped and the DoD
activity to reinburse the contractor. Such postage is usually a
separate item on an invoice. Use this code to report such
rei nmbursenents.

g. 1007 Permt Fees. Permt fees nust be” paid by cash
or check.

h. 1008 Permit Milings. Postage on permt mailings
(other than BRM nerchandi se return service, and second cl ass
requester publication rate) can be paid via cash, check, or

deduction from an ADTA. In either case, report the purchases under
Code 1008. ”

B 1009 Postage Due. Postage Due (short paid mail) and
post age on Postage Due Penalty Ml can be paid via cash, check, or
deduction from an ADTA When an ADTA is established, charges for

#rirst Amendnent (Ch 1, 3/26/90)
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BRM and address correction can also be deducted fromit. | f they
are, they should not be reported under the Codes for BRM and address
correction. In either case, report the purchases under Code 1009.
Post age Due Penalty Mail can also be paid for wwth postage stanps or
postage neter inprints; when this is done the postage is not

reported under Code 10009. When a postage due ADTA is established,
all short-paid mail is deducted fromit and you do not have the

right to have sone itens returned to the sender for additional
post age.

j. 1010 Postage Stanps. Purchases of postage stanps
nmust be paid for by cash, check, or credit card. NOTE: Do not

i ncl ude stationery itens such as postal cards and envel opes which
are reported under Code 1011.

k. 1011 Postage Stanp Env/Cards. Purchases of these --
| tenms nust be paid for by cash or check.

1. 1012 Req Pub Rate, Second-class. Paynent for these
mai lings i s nade by deduction from an ADTA

m 1999 Total. This code is used to report the total of
the quarter’s purchases.
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OFFICIAL MAIL MANAGER'’S INSPECTION CHECKLIST

For use of this form, see DoD 4525.8-M. The proponent agency is Military Postal Semite Agency.

A. DATE

TO (Inspected Activity)

C. FROM (Inspecting Activity)

INSTRUCTIONS
Mark an “X: in ‘YES or ‘NO” column for each item. If item i1snot applicable, mark “NA" in “YES column.

References apply to DoD 4525.8-M {2.C. refers to Chapter 2, Paragraph c).

ITEM

YES | NO

ITEM

YES

NO

1. Is current copy of DoD 4525.8-M available?

18. Are all business reply items prepared per 3.M.1.a. and
2.b.?

?. Does installation or equivatent activity OMM have a
current copy of all publications required by 1. D.?

19. Are ail merchandise return service items prepared per
3.M.1.a and 3. b.?

3. Does each meter location have a current copy of all
publications required by 1. D.?

20. Do permitimprint formats and contents comply
with 3. R.1.?

1.1s official matter being transported at the lowest
cost to the Department of Defense (2. B.1. and 2.)?

21. Have logos or slogans m use been approved-per 3. S.2. ?

j.is unauthorized use of official mait reported per
2B.8 and 3. Q.?

22 Are the printing /overprinting requirements of
4.0.2.b.(2). being followed?

3. Are all OMMs required by 2.C. appointed nwriting?

23 Are postage stamp inventories limited to amounts
authorized by 5.8.1. 72

7. Are OMM appointments filed asrequired by 2.C.1 a.?

24. Are postage stamps ordered per 5.8.2.?

3. Does the OMM’s OMCCP training program meet the
requirements of 2. C.2.?

25 Are postage stamps secured per 5. B.3.?

3. Are the OMMS carrying out the OMCCP supervisory
requirements of 2. C.3.a.?

26. Are valid USPS postage meter licenses on hand as
required by 5.C.1.2

0. isoffictal mail monitored 1n compliance with 2. C.3.b.?

27. Have unneeded USPS postage meter licenses been
canceled per 5 CI. ?

?. Are OMCCP inspections conducted as required by
2.C4?

28. Are USPS Forms 3603 (Receipt for Postage Meter
Setting) filed (5. C.2.c)?

2. 1smaximum use being made of consolidated
mailings? (3. C.)

29. Are refunds for spoiled postage submitted (5. C.4.a)?

3. Are consolidated mailings prepared per 3.C.?

30. Is the record of postage used being analyzed per 5.C.6.?2

4 1s mail being marked with correct class of mail per
3.G.?

31. Are postage meters secured per 5. €.9.72

5. Is selection of special mail services per 3.1. ?

32. Are postage meter keys secured per 5. €.9.7

6. Are the provisions of 3.K. being followed for
Express Mail?

33. IE t(r;?o%ostage metering equipment accounted for per

7. Are all business reply items addressed to a DoD
activity (3. M.1.a))?

34. Do postage meter supples meet reguirements Of
5.C1?

‘5. RATING (X one) | a. Satisfactory

Ib. Unsatisfactory

NOTE: An unsatisfactory rating i1s mandatory if any one of items 1, 2, 3, or 34-i1s marked ‘NO, -
orif more than 10 percent of the remaining items are marked “NO.”

‘6. COMMENTS

17. INSPECTOR

a. NAME (Last, First, Middle Initial)

b. GRADE OR TiTLE

c. TELEPHONE NUMBER

d ORGANIZATION

e SIGNATURE

DO Form 2495, APR 87

Figure 2-1
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